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strative Instructions 


STATINTL 


. Resrazormy | 


ee Hoven venbyr 1916 ¥ : o he 
: : ; < Pe oe 
ye het | nae 
oe “CENTRAL INTELLIGENGR 5 ttt acunoy | Ppa ra Ys 4] 
2% 7 : / : oe ae ae iS : a 
‘STATINTL en oc. I. ds AD NIST, UCTVE ee ay Me Ciath “ese od 
- Sats Peiegetin 4, on sptetid ds we) ean : 
mE, un aD Pay REGULATIONS a val S ra of Thad fe ae | 
| 7 | ares en eB . : ON of he. fend Ge ay wp a : 
Mage: . - or A ee Se eis : 
er 00) ND. AtTaNbANer REPORTS OR as ea a) | 


smhgee, ‘be. mositadn by each ‘branch, division, | ‘OF section, on Standard Form : 
sehen ao, There mus t\ be entered on Standard Form, 12130 the number of hours. in | s 
vy Spo. y : rr 
f 


for each Ly day ; pay ‘peribd. These. reports/must be forwarded to the Pay Roll. 


SH nal 
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. ae Tt. Ls radu aod that Time and Attendance fianorts tor each ‘aden: em- 


poy status, and the anhual leave sick leave, or Leave without pay chargeable’ 


Unit, seal Section not jater than 1:30 p.m. on the Monday following the 


mentee ttre oe 


E | cluse of each Uy day pay. oe rods : 

| : Form. a Application for Leave, fmast be secured and transmitted with . 2 a j ‘ 

fe time and Attendance Reports. fey all anflual leave in access of 12 days or when / 
STATINTL : Be the. leave extends from one repotting period to. the next. When sick leave | : je a : a - a 
| * OS hers a period in excess. of thre¢ gays, >, a certir icate of a physician or prac- ate es | : ; 

- o oN titioner will be furnished, When she leave covers a visit to a physician, | aa { : : 

OM pe © 4 a 

: a dentis ‘by oculist, etc., the time fa visit and the naune | and ad ‘ress of the 7 : . | 

. doctor should be furnished by the employ ie on eas 7l or in a statement to be ' | ( 

the 4 

| ‘attached to Form 1130, The lege clerk inwthe Pay Roll. Uni. oe “Fiscal Sacti ion, 4 


25 OWERET NE fe ¥ : 
Boge alt work in in exfess 0 of 4o hours performed’ dheir "ing one week will ‘be con- . ae 
a a ‘ Bae 
: . sidsted: overtine, » if gathorizod in in advance e_by a. resipniible official ‘of the’ ! S 
Yovenen in which pentgime. Overtime for employees inlgrades up ‘to and in- | : 
cluas ng, the bas 2 pay ‘of P-2. or CAF- 7 will be compensatid at fins and a half 
provided such ei is is approved _ in advance by the ‘cake, Budget Section, uA | es 
4 i : 
, Pine ance Division. Por employees an grades: above the base! ay. of P- 2. or CaF- eles 1 egos 
oe ee Uae ; ca tae ee 
on hy £00 
‘compensatory tame dee may. be allowed in ‘accordance with the provisions of Y : 
a ; Public Law sip Gongress. mM . Net d: sty’ By Oe GO es . i 7 
TATINTL | 7 ee Cree oe ae 
; | RENUMBERED PER CIA’ GH mp | eR ae ee, Ss \ - te 


| will post to. the: Time and avightance 1 Regort, a the annual. and sick tony accunit= 
Lane, by each erployes in agbordanco with Ret lations Rel Burne. to. Aninaall and 7 


Sick Leave of Governnent, abn oyees (as amended une 26, 19:6; effective vay i, aoe : 


g 
19);63 ll F. Re 7257)". ff 


ee ee 


se 


fee 
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2. oventnsn -- Cont td 

oe Requonts for the approval of overtime in grades P-2 or OlF-7 and below 
wil be submitted, to the Chief, budget. Section, Finance Division, in detail 
und in. triplicate on Form 935), bearing the signature of the Chiet or Admini.— 
stratiive Officer of ‘the branch or division initiating the request. Upon re~ | 
“coipt of Form. 32 3; the onier, Budgot Section will, if’: appropriate, enter his 


“arpeoval, and return the duplicate and triplicate copies to the initiating 


iticer. No requests should be subi bie? to the Budget, Section for: overtime 


searcmaaan ics yaar as Oi aaa aE 


telaasnanrnanerenrearetweetmec ete inet ad NR ee na H MR NAb RII 


Lobe nexformed by enployces ir 


Sree enmerecntene tron ees 


erades above P~2 or CAP~74- 


math rant eet te npn nner rasta MEERA DS EH arnt ener seeped 


— Approved overtime worked by employees in grades Po2, CiP-7 and below. 
will bo recorded | on Standard Forn 1130, ‘Time and ‘Attendance Report, covering 
the: pay poriod in whi.ch performed and the duplicate copy: of Forn 32- 3 bearing 
“phe approy ral of the Chios ,: Budget: Suction, wilt be ‘atta sched thereto for ‘trans 


mite to the Pay Roll Unit, Fiscal Section. The triplicate copy of Form 32-3 


- may.be retained by the initiating office. 


Arete Nsemenednee ns 


a 3. NIGHT DIFSERSETIAL 


Whenever an employee performs a tour of duty between the hours of 6:00 p.m. 
-and: 6: 90 AeMey AN addition of LO of pia babe pay will be Prone The Time 
and Attends nee Report standard Form 1130, must indicate “the. cmployes 's tour 


of duty: whenever a. night differential is claincd. 


ok. HOLIDAY PAY 


Wowk performed on holidays will ne compensated for at double ‘time. How= 


er. in view of oudget Limitations, prior approval 1 mus + be socured from the 


rn. + 


Curd ts ‘Budgct: Section on Form. 32-3, before any onployes | is ‘requasted to. render 


rervices on.a he ah ‘dary. 


ey DISTRIBUTION OF | SALARY ¢ CHECKS 


D otaetererntunnnerptmemastelindnr aattonaaen 


“ay falary chocks will ve dis stributed by the Pay. Roll Unit, Fiscal Section, 


. 60" bcs payment, ena eave. clerks of the branch, division, or. office in which _ 
| ihe individual is: 5 employed. A list containing tho namos of the. cmployees and 


having. spaces ee arias for signatures wild accompany each group of cheeks 


The: signed Lists evidencing recoipt ot the ehecks by the employees mast be. ro= 


ee to the: Pay Roll Unit imiodiavely upon delivery of. ‘tho: chooks. undediveres 
“ cherks ; geonpaniod by a momorandun. stating the reason. “for: non-delivery mst be: 

returned. at the sane tae. In those instances where’ an employes is, ‘absent 
fron work but, it is Jenown ‘that he will return within 8 days, the payment, and 


“eave clerk wy rotain the: 448. of ‘undelivere ie chee aks for the 8. ‘day r pened 
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Stren ew ctigeee Mh camarmmrnnten aE Cc tha 


: 


Lwin eenenrhcencicecbas MAREE NNR rte Se col a : ee : 


STATINT 


tT 


€ 


| acian  be — mass are anrasen op ae : 3 | ee ) 


Sy DISIREBUTTON ¢ OF SAL. Sib RY CHE CHECKS: == contta 


be. Ex brome care: must bo oxercisod by payment, and ee clerics to insure 


that checks, do not become lost or nisplaced and that. soourity rogulations aro. 


not violated. 


6, TERIAL Poy 


as: Employees who are ‘terminated will be saad in accordance with, the | thump 


Syn Payment hot." ‘The amount J ‘final pe} ment wi be caloulated on the basis - 
ar information rea ding: the lest working day and fie) accrue od annual Leave as. 
etal mon the personnel, action tomminating the: ompleyee 's SCLViCOS « 


be No employee transforring one. of » or being terminated from this Seen 


: shall be given final- clearance, and/or ‘final salary payment until ait: monies: 


or property that ay Have boon assigned to. him have ‘been returned or properly. 


accounted fore: Tho fina 1 ‘ele yarance form, ‘obtainable in the Personnel Division, 


mast be initiated by the employ ring, office, 3 cleared with | the applicable brdnenge 


in auvance , such as Personnel, Soourity, Proporty control: Section, Special 


Funds Diviss. on, and Fiscal Sections, ; ‘and be on file : in the Poy Roll Unit : 


f seal Section, before final payment is made. 


Colonel,  GAv 
Executive » for Personnel . , 
and. Adminis stre tion 


Pat 
nauk oo 
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PROM: 


STATINTL 


| Registry 


All. Personnel 


ke = 
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er wae 


oe ones 


oo RESTRICTED | 


oe tne er 


rere! beet et ee ee GROUP 


OSTATINTL 0 gery os rats AEE. — 


-STATINTL ~. ne eae 
ey et me, LEAVE _AND PAY REG REGULATIONS, : 
| lL. TIM an LPTRNDANOE REPORTS | | 
| (Be Tt is required that Time and Aetendance Roports for each civilian em= 
a posse be maintained: by each branch, division, or ‘section, on Standard Form. ae ae 
7 1130. ‘There. must be entered on. Standard Form 1.130 the number of hours in a 
we status, and: the eet ae sick leave, or "Leave vii thout pay chargeable 
“for each ayn ‘day vay period, These reports must be forwarded to the Pay Roll 


omhinenineniamtedal 


Unity Fiscal Seétion not later than ie 30 Dem. on the ae seal the * ee é oe 


. ye Form Ty Application for Leave , cet be. secured and transmitted with 
Time and Attendance Reports for all annual leave in access of 12 days or when 
the ‘leave extends from one. ‘reporting period to one nezb. When. sick Leave 

covers a period in excess of three days, a ony tteeve of a physician or prac 
tit tioner will be furnished. When sick pene: covers a visit to a physician, : . as - is 
dentist, oculist, ebe., the time of the visit and the 1 name and address of ian | 
doctor should be furnished by the employee on Form 71 or: nholg a statement to Be. 
. attached to Forn. 1130. The leave clerk in the Pay Roll Unit, Fiscal Section, 
“will post «to the Time and Attendances Reports the annual and sick leave acoum. = 
"lated by each employee. in accordance with "Regulations Relating to Annual and. 
| Sick Leave of Government Bmloyees (as amended ‘June 26, mia effective cay x, ee 

196; 1 Fe R, 7257)". oe | 

2, OVERTIME | 
“ary work | in excess of LO hours performed during. one week will be. con- 
| “tne overt uainels it authorized in advance. by ae responsible official, of. the. | 


ovench ‘in which, performed. “Overtime for. employees in ‘grades up to and in- 


Giedine the base pay of Po? or OAR —-7 will be compensated ae. time and a half 
povided such overtime is approved i in advance by the Chief, Budget eeétion, 
: Finance Division. | For employees in grades above ‘the base pay. of P= 2 or CAR ae 

compensatory: time off may be allowed in accordarite with ‘the provisions of | 


“Public Law 106-794h Congress. 
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OVERTILE -- Gontia 


Ge Requests for the approval of overtime: in grades P~2 or. cn 7 and 1 bolo 


will be submitted to the Chief, Budget Section, Finance Division, avai detail 


a 
#. 
a 

% en 
4. 
: 


and in triplicate on Form 32-3, boaring ee signature of ‘the. Chief or Admini- 


eye Officer. of the | branch. or division initiating the request. Upon re- 


ASNT RTE ite er 


cvipt of Form a9 35 the chief, Budget Section will, appropriate, enter his” | 
myeovaly and return the duplicate and triplicate copies to. the: initiating | 
cficers No requests should be. submitted 0 ‘the Buaget Section for overtine - 
ore ye performed by employees | ‘in. grades ppOve p.2 or OAF-7. | = 


. te _ Approved overtime porieel by employees. in Grades Pm2, cnr -7 and below 


i 
‘a 
i 


will be. recorded. on Standard Forn 1130, ‘Time and Attendance Report, covering | 
the: pay period in which porto: mmed. and the duplicate copy of Form 32- 3 bearing = 
"tho. approval of the GhiGE y: Budget Section, will be attached thereto for: trans- 


mittal to the Pay Roll Unit, Fiscal Section. The tminiscate-copy Ge Pour 3223 2S 


datige Sheer net nl oo Se ene aero tener awh spe ws 


may be retained by the initiating office. 
eae Ng DIFFERENTEAL | 
pas Whenever an. empLoyce performs a tour of auty between the. hours ot 6: 00 pam 
er 6:00 eines. an addition of Log of his pase pay will be allowed. The Time 
“anid Attendance Hepes Standard Form 1130, must indicate ‘the omployeo's tour 1 
“oe duty whenever a night differential is claimed, : | | 
ur HOLIDAY PAY . one a ee) Ege A Wt pon che eee | 
| “Wonk = “porfonted. 6 holidays will be -congiensated for at double, ‘time. How aA 
ae in view of budget Limitations, prior approval must be ‘secured from the ee res 
Nuder ny Budget Section ‘on Form 20: 3s before any omployce is requested. to render Pernee | 
oe ona holiday. | | | | : | 
. ; _ DISTRIBUTION. OF. 7 SALARY CHECKS - 

: os ! | oe dL Salary. checks will ve distributed byt the ‘Poy Roll Unit, Fiscal. Section, 
1 . oe | 6 the nayment 8 and leave clorks er the branch, division, or office. in which , 
Ube sndividual is caployed. A list containing the: names of. ‘the: ‘employees and 

as spaces Seoieanted foe signatures will accompany each group of checks « 
The signed Lists evidencing receipt of: the checks by the. employees ee be ro- 


turned to the Pay Roll Unit, immediately upon : delivery of the checks. Undelivered 


Bn chenks accompanied a by a | Memorendum stating the reason for non- a livery mst be 


SAENGER = 4 areenego : ie pee 


| 
{ 
| 
| 
| 
o oe: returnod at the same ‘time. In those instances where: an » omloyee is. absent 
| bron work but at is known that he wil return within 5 days, ‘the payment and 


cave clerk: ey retain the list of tadelivered checks for ‘the 5. day y periods 


TERRA SR 
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ss ‘DISTRIBUTION « Or eng CHECKS -- Cont'd 


be Extreme care must be oferateed be payment and leave clerks to insure 


that checks do not: biscomé lost or mi. isplaced and that security regulations are 


not viola: ted. 


ATTN A a a el ene natant arene amine psc eine meres 


0% TERMINAT, PAY PAY 
a, ag oyees who are terminated will be paid ‘in accordance with the Lamp . 


Sumi Paynont Act. eT he amount of ‘final pa ayment will be caLewlated on the basis 


Sie a ee es ee 


an “infomation rogarding the last woneing ey and the acerucd annual. leave. as 


BACH on | the Boa action. ‘terminating the employee s: services. 


aes . : 5 
iA Z x B) 


a : a is TO employ ce transferring out of or being terminated fron this: agency 


Ser 
page 


x23 


shail be given final clearence and/or final salary. payment until all monies. 


RA OETA 


(ents 


: © ee or prope eae ‘that may fave been assigned to him ao: pace retumed or proper: ly 7 _ 

. | . . ‘accounted ror. The final clearance fom, obtainable in the Personnel Division, ; | 
: 3 - miast be tnitiated by the employing office, 5 cleared with, the applicable branches i. 
: : | i - in advance, such as Personnel, ‘Security, Property Control Section, Special | 

=f Punds Divisio on, and Fiscal Sections, and ‘be. on file in the Pay Roll Unit, | 


Fiscal Section, before: final payment | is made. 


~“STATINTL - 


olonel.,. CAL 
Executive for Personnel. 
and “dninistration. pee 


ew "Approved For RledS 2000002 en cross 
Pe _ ety | — CRTRAL ShL " 


Aah inerens De C. 


een sel ADMINISTRATIVE INSTRUCTION, = a a June 198 
2k Ao oe ree | ‘iin tea. 2. Nota see ae 


eG sg SUBJECT: “Time, Leave and Pay ore 2 
25X1A° Recisions: ‘Ae Administrative eto ED dated 17 Decen- aS cS a 
rg oe ber 19L6, subjects tate ave. Core 
SN ech fee | 7 bs hdministrative irre datod Ey aprtt ae 
. Hes Oe as - 19h7, subjects Leave Without “y- = Soe 
29X14 pe ; | 5 Ge Administrative Instruction ‘dated 1s july oe 


1947 and 19 May 1947, subjects. CIA Policy on Active =. 
Duty Training of 'Hlitary and Naval Reserve Officers: = 
| os Employed by CIA; Liilitary. tatys Without Pay for 
25X1A = Annual Training Duty. Org aay Soe ee x 
d. Adainistrative one dated 13 Novem 
‘ber 196, subjects The, Leave ond Pay Reguiationse: be os 


25X1A 


eo Admanbateative Instruction dated 2 March Lol, oe 
-  gubject: Tim,’ Heeve and: Pay accor - pclae 7 y 7s 
ered Funds aie oe 


hs Definitions 


mo) Ble permnent ¢ employees are those. appointed without, ‘Limitation as a oe 
to length or service, or for definite periods in excess of one years. a 
or for the duration of the job, and those who, although paid: only. | 
when actually employed, are continuously employed for a period of not ak 
ee less than one month as distinguished from part-time or intermittent oes he 
> -. gmployees. ative and foreign. national employees overseas are cone ee, Sa 
; sidvred. as pa rmanant Gmplayese for leave purposes only. we eee . ee 


be ts ra loyeus are those _appoanted, for definite periods ae ee 
of time nat to “aeaad One years - a ae ae 


Sim aa bo Be jniuiay Taare 


ae Permanent ppiajeon are entitled to 26 working oa annual 
leave with pay, for each calendar year of Government services . One - 
day of annual leave per bi-weekly pay period is earned by. a ‘pormanent — 
employee and credited to his account: at. the end of. wach pay Lo ae 
Tne minimum credit of annual leave is 15. minutes and additional . 
he ae -. ° epedits are in multiples of 15 minutes. | Purmancnt. employees who 
fin ee SR eh enter on or separate from duty on other than the first or last work. 
day of the bieweukly pay eriod accrue ph arn tm one wprtin easgt 
for each com day du ng at. cotail in... 
ow CONFIDENTIAE a 


namesake PEER AES SITE STR STAM SL BN 
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“7 CONFIDENTIAL” 


be Tumporary omployugs varn tro and one-half days. ‘nnd dinve ; 
for vach continuous full month of survice, . Penner: no: annual - 
luave accrues for a fractional purvica month. ; 


Ga Not. more than 60 days ascumilated. ‘nna leave. wy be: care 
| nied forward into a new calundar: yuare » 


de An umployue, howevur, who. had-on “guly cs isi7,. over bo ae oe 
Annual leave to his. credit may carry Ovur hie Wave. hry ove as of 

that date up to & maximum of 90 days, provided he has consistently. 
maintained such balance on the first of each year after July 2b, Tour. - 


ae The minimum charge for . annua. leave de one hour, and adie 
tional leave: will be Charged in multiples of one hour. oe ee 


f. Annual leave nust be taken at such tine as will net. intere Geis 
ae _ fere with the work of the organisation, and must by epproved: ne the 
iP aig Appropriate supervisor before the leave is takon, ae oe 


age ot ke Aa a, idvaneed jnnuad Luave | 
; ie | | - Purmanent anploysus who have ‘oui in the Fedural abel for 

ee ae . one veal or more may, in casw of emerguncy, bu granted advanced . aoe 
2 a ; annual leave equal to that which will acerue during the remainder ‘Of 


the current calendar yuar, ith the undorgatanding that 4f it is mob. es. 
a ms earned. during tho enlondar yoor they shalt make a Ph ala for’ such . eae 
Koh te oak Leaves ere wee 


_ be Application for advanced annual ave will be ‘submitted to 

the appropriate supervisor for ryvicw and recommundation, and fore | ae 
warded to the Chief, Parsonnol Branch, \%!, for final approval, === | ae cae 
The Assistant Director for Special Operations may approve advanced Hee 
Annual agave for his unvouchered umployuss. 


ce Tonporary umployvus will net be advanced dviuad loaves ean 
7 aa See — Permanent. umployees accruy ‘sick leave at the rate of one and gs 
. - - oneefourth days per month, or a total of 15 days a yoare The mini= _ 
mum credit for sick leave is ong houre 


ee . : | ba, ~Fempo rary employves accruo sick leave at thu: rate of one and 
7 _ ar one-fourth days for wach full month of service, : 
aoe ere Sank eave | may be acoumulated and carried. forward untd2 it. 
vs oe ar. ota. not nore than 90 dayse Sick leave is available to. permanent. . 
he on? ; - gmployees:-at thehuginning of the month in which it Leabnay, and to 
io oe ey ae fuepor ery employwes only after it has buen earned, . oe ee 


: oe “The minimum charge for sick’ luave is one ‘hour, ‘and additional i : 
Poe 2 aoave “will, be onere? * CONFIDENTIAL hour's oe Oe - a 


AE ig ene ise 


ema RAN CTR DREN ag UES RQ RE I A TE STE aN 


ayaa Son AA RSL Ne ae 
ae 
ane: 


Sti stanastaereaed SATE eens 


ee 


Pera ee Be 


| 
os 

Pe 

| 

| 


ara emnneswteanennenntin aemenoesr ye 


nc een ematekaaes 
© . : . : ‘ . . Sens y an mo Lt . . : 


| . employees, 
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®..;, leave an CONEDENTI4®... 


(a) When they are incapacitated for the performance | 
Of their .d ) 


uties by sickness, pregnancy and con 
finement, and injury, | re, oe 7 


(b) For medical, dental or optical examination or - 
treatment, when leave is *pproved in advance | 
by the supervisor, oe oa 


(c). When a member of the immediate fenily of the —_ 
—. OMployee ia afflicted with @ contegious disease. 
and requires the care and attendance of the 

employee, - ee 


— (d) When, through exposure to contagious disease, 
_ the presence of the employee at his post of 
duty would Jeopardizo the health of others, 
(©) Sick leave must be supported by u medical — 
-. Certificate er other evidence acministratively 7 


acceptable if the absence {9 for more than | 
throes working days, _ 


a. Permanent employees, in case of sorious disability or ailmonts 


- lasting five days or more, may be grantod net to exceed 30 days advanced 


Sick leave, Such advances are charged against sick leave which will be 
earned in the future. No advance Sick leave will be granted to temporary. 


by When an omployee applics for more sick leave than ho has accwmus 
lated or than may properly be edvanced, the excess loave may be charged 


- against accrued annual leave or to leave without pay. 


a-F An employee when, terminating from service must, except in cages 


' Of separation caused by death, retirement for disability, disability, or: 
 Feduction in ferce, rofund tho amount paid him for the peried of indebted 
leave, ce . ee - | " ie, 


ods. Applications for advanced sick leave must be ‘accompanied bya 
certificate from the attending physician certifying the noture of the | 


_ dllness and the ostimted date: that tho employee will be able te return 
‘to duty. Applications will be processed in the samo manner es those for 7 


advanced annual leave, 


6. Substd tution of Sick tor snmuad Leave : na? - 


' OF mere consecutive workda » Bick leave may be. granted to covor the | 
-_peried of 411nces and the deduetions ogainst annual leave fer this peried 


fee 
oy 


opps 
ee a 


2001/08/02 :.CtA-ROPS1 a7 gBRago1 doo10% ‘ 


See ad aa hieteres 


AE oat 


two workdays nttor roturn ¢ CONFIDENTI: tpupented by n medical re 


tifisate, or other avidenes administratively noceptable, 
ot Maternity Leave 


“Written npplications for davereivy. leave, noe ted by. o Gontel'e , : 
coneiticats: may be npproved by the Chief, Porsonne2 sect B and tho 


Anetatant Dircotor for Spncin} rations mA r ° 
nee unvouchored onployees, ce ” approve sia soy ications ial 


b. Normally maternity loave wid not oxooud an ronths: tnotuting 


t ‘Acoumulntud afok leavo . 
Accumulated annual leave 
"nave without pay statue" for any balance of the Be 
- atx months. 


tho Chiet, Personne) Secnaki MH, my approve up te an ndditionad 
‘ix ana tha period of maternity leavo cs “leave without poy” upon receipt : 
of written advice from the attending phystoian cortifying to the necessity — 
for the additional lenve, The Assietent Director for Special operate 
may approve auch additional leave for his unvouchored employeus, 


Gs Immediately prior to the offootivo date of maternity leave, the 
office to which the employoo te ossigned shrill submit Form Ne. 37939, 
Persennol Action Request. Tho eel shall oxecute Yorm No, 34=30, Pinel 
‘Paymont Clearances Sheet, . 


6, wonxe shout Pax 7 | = 
(1) Leave witheut pny net oxcoeding 15 vorking days my bo grented . 
at the discretion of Steff Chicfs, Assistant Directors, Hoade of Field 
Offices, or Chicfs ef Missions or Bureaus ovorsons, to omployoos undor 
_ their jurisdiction, (2) Loave without pny in oxeveas of 15 workdays must 
in addition be approved by tho Chief, Porsonne] Branch, A@M. Tho Assis- 


_tant Director for Sposiol Operations my BPREOw such leave without pay 
for his unvouchorod omployves, 


b. Leave without pay. will net iy authorised initially for nny porte 
| in exacns of 12 menths,. — 


; ¢. Form No. 37=3 will be AInitinted by officcs when LUOP for 60 or 
more ealendar days is recommended for approval. A personnel action will 
bo isaued when such denve or oan oxtension or renowal theroof ie approved, 


d. Employocs who are granted an oxtonded poriod of LNOP will, prior a°% 
. to the beginning ef such leave, cxocuto rom No. -34-30, "Finnl Payment 
‘Clearance Shoot", . ot : 


| 
| e Cee “Military leave for only, - cnet to exceed as ‘calon- 7 
eee aaa Sata dear diye in any one yoar, poy without ounres to annual can 
4 i 
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lenve to momborn of any nt CONFIDENTIAL sancscn eatablished by law ; 
Of tho United States, Saturdnysa and Sundeys will be ineluded in the 15 


‘aolendar days leave period only when such leave inelude os 
Friday and the following Monday. * i se sires , 


b. Membern of thu National Guard of the District of Columbia may be - SS 
aronted Military lerve with pay without charge to annunl luaye on all. | 
days of service which they nro ordered dy competont authority to porform — 


pea all days during which they are engaged in f10ld or const dofense 
_ training, eit _o ax eae 


ae ‘Applicr tions for military lenve will be procossud in tho same — 
ranner es npplientions for advanced annual leave, “Wri. 


4. =f pormanent employee subpoonaed to tustify os o witness on behalf 
of the United States or the Government of tho District of Columbia, or 
onlled for jury duty, in n State, District of Columbia, or Federal Court, 
de entitled to hia regular pry while nbsont from duty and no charge for. 
loavo is made. Evidoneo of attendance at court and ovidence of receipt. 

| OF non-receipt of fees is required, Applications for court or jury lenve 


will be processed in the aame manner ne applications for advanced annunl | 
lenve, bee a ve ose 


SRS: 


Bethe es 


Bs Annual leove or LHOP will be @ranted when on omployce is subpoenned 
_4dn private litigation or by some party other thnn the Federnl or District 


of Columbin Government. 


¢. Employees may be regarded ra in activo duty status for court sorv- | 
iee and no loave charged if the vrlue of the employoo's testimony orises 
from hia official enpacity and he is subpoenned sololy becnuse of and to 
testify in thet enpnacity, ; . oo, ae . 


d. Tempornry, substitute or "when actunlly employed" personnel pre 
“not entitled to court or jury duty loave of nbsenco with pay. | 


e. Employeos who serve as witnceses or jurors cnd ore granted court, . 

_ jury duty or official loave will surrender to the Budget nnd Finance Branch, . 
_ A&M, fees reccived from courte for doys on which the employee normlly 
..,would have worked. Federnl omployeos enlled for jury duty in the District 
of Columbin nre not paid usual jury fees. te veg 


f. An omployve who oppears in any court nea witness, plaintiff, dee 
 fendant or juror must report to the Exeoutive for Inspection and Sucurity 
for bricfing on security regulntions prior to date of T rppearnance in 

courte. = i _ Bs ee 


11. Unnuthorized sbavnoe | ee He 
An omployee detained by enuses beyond his control and uneble to roport. 


for duty at the opening hour, ‘should notify his supervisor as soon as posai=- — 
ble on the first day of ebaONPIDENTIAE duty for any couse, without 
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prior A oe must bo an CONFIDENT Alene, ctnerviso teave vant 


bu charged ne AWOL and the omploywo will be subject to disciplinary rotion. — i. 


12. Eophoyous not Eligible for Leavy 
-Employeas do not carn lonve if npposntods ’ 


month, 


a, For service limited to portions of each workday, week or - 
b.. For service under repeated appointaente or employments | oe 
_ for periods of short durntion none of which extends for 
— ofull month, te re 
co, For service on a "per hour® basis where omployment ie. 
not ono rogulor and continuous basia. ms 


13. leave Balonces 


Lenve bninncua should be requested from the Leave Suction, Budgot nnd tee 


Finance Brench, or Spoaial Funds Division, 080, only when it ie absolutely - i : 


nuccasnry that on employee know hie leave baiances because of an enticic 


pated vacation or 1 prolongad abscneo duo to ilinoss or sone other apsoiad : 


-- penaon and he is not. certain whethor eufficient leave is available to cover hae 


tho absonce, Such requests will be eubmitted in writing and forwarded = 


. through appropriate Time & Attendance Clerks, oe 
ke Qvertims a | 
on, Within the continental limite of the United Statens 


(2) ‘Ovortine for departmental enployeos must ba approved | 
prior to overtime work in each onse, Requeste will. 


be submitted on Form No. 32-3, Request for Approval | 
of Overtime, ae indicated belows ee 


(a) To Budget and Finance Branch, MM, for nll 
em Loyees excopt those of OSO who are paid 
from unvouchored funds, Such roqueate my 
be. approved by tho Chicf, Budget Division 
and tho Chicf nnd Assistent Chiof, Budget. — 
and Finance Branch, Pac 
(b) To Special Funds Division, Administration 
and Sorvicos, 080, for employcos of 050 
who are paid from unvouchered funds, Such . 
requests may be epproved by. the Chief and - 
‘Aspistant Chief, Spooin] Funds Division, — 
(2) Ounrterly catimntos of anticipated overtime require= 
monte will be submitted on Form No. 32-3 by Chiefe | 
of ficld installntions to the officials in- . 
dicated in a (1) above, who aro authorised to appreve — - 
-. overtime payments for field inatalintions,  —— 
Forma. should bo, ently in advance to | | 
ineure recoipt o tho beginning of 
the quarter covered by the aatsimnty , Rete pa eS 
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b. itor approval os 4 me for loyee ae 
continental United Statce moy be ‘ordered by the 08 maior ein cater 
hasietant Diroctora, Chiefe: of Branches or Heads of Pield Cffices, 


0. Outedde the continental ‘limite of the. ‘United States, overtine y 
| bu ordored and approved by Chiefs ef Missions or Bureaus or their Dopation, 
They must, however, have evidence thet eufficient funde are. available ‘for 
_ payment before authorising overtime, Native and. foreign national ‘euployees 
outside the continental limite of the United States who are paid in. 


aeeord~ 
‘ance with locel prevéiling wage rates are not bale she - crtin poy me 
- leas local custom requires. 


ad. All work in oxoesa of or houre wurtentind during ¢ one. “glmindateontve: : 
work week will bo considered. overtire if, methorined, and —— in. ee 
in. mcesrdance with the. above provisions, te nS 


 @ Approved. overtime vorked will be pata « nt muthorised » raven | er com ; 
ponantory tine off may be allowed. feet 


15. Hedadaya 


Work ‘to be sarfoines’: on A holiday for vaioh holiday pey wilt te eee 
must be authorised and approved in ndvanov in the some. way as for overtine 
‘work and pay ua show in 14 above, An omployes can only be excused or paid 
“holiday ratos for that portion of his tour of duty which actually seule hei 
in the 24-hour. holiday period, and not to exceed 8 hours, | 


16. Might Differential 


An ndditional 10 por cent of an leploges's base pay will i: allowed 
for cork performed between the hours cf 6:00 PM and 6:00 AM, when such hours. | 
fall within the omployoo's regularly schudulod tour of duty. Night eee _ 
tial cannot be cleined for timo. used in obtnining monla,. : 


be When computing night differential reference should bo made to the | 
attached Table which shows the maximum hours of night difforentinl balsa 
can be chnimed for various tours of duty. — . 


a. Annunl leave must be liquidrted by a lump sun pryment when an ome 
ployeo is separated from the Federnl sorvice, or whon treneferrod between 
positions which aro under differont leave systems, i.e., permnnont to teme 
porery or vico vorse, | . oo 

18, Time ond Attendance Reports 


a. Time and Attendance Reporte will. bo submitted to the Budgcot and. 
Finance Branch, A&M, or the Special Funds Division, ae as opproprinte 
in necordnco with instructions from auch officus, . 


. b. Two copies or extra Ltary or navel orders wild be givin oo. 
to the approprirte Time “aN Hs Al to be submitted with tho firet. ee 
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id eee 
oe 


_ CONFIDENT 


ary lonvo,. If leave extends teva: 


subsequent Forma No. 1130 ond a roferenge mado to the first Form, ake 1130 
roporting: the loave, 


. a, ‘Tino ond Attendance clerks will include. lode? trennrka", on Torn, 
No, 1130 inclusive houre of ovortine worked by employees, For overtine — 
in tha continental United Stetea, a copy of. Form:No. 3203 approved by. the 


 Oppropriete supervisor and the Special Funds Division, 060, or Budget. ana 


Financo Branch, AGM, will be attached to the. app licnl e Form ie an a 


tronsmittad to the Appropriate paying ‘Off icc,. 


When. night differontial te elrined, Form Wo, 10 mut indsonte 
tho employees te 1 rogulsr tour of duty. : 


@. Correspondence pertaining to lmeutwecised sbeunes oust bo furntened 
hes opproprinte eying office to substentiote: apis Bes 1130, on. pn which alee! 


is reported, — 


ro “When ‘annual Acave: ie senvortea to sick ibaee: aa hown in paregrerh 


i 6 above, a notation to thrt offcct must be mode on Form No, 1130 enc a. 
- podical aertificnto or other evidence paeinsotrat tier. Dcadven rust 


auppert Form Nos 1130, 
gs Aesistant Dircetors and Stoff Chiefs will subait in peer ‘to. 


the appropriate paying office a list of persone authorised to certify tho 
~ eorrectncsa of time and attendance reports, and will rus men Segla our 


rent at ell times, — 


19. Natdve and ‘Foreign ta sisi Sesarens ese 


This ‘Instruction should be ‘used for administering leeve and caviante “a 
to native ond foreign nrtional omployeca nt oversenn ‘{natalletions insofar 


ag it is not inconsiatent with locnl Inve and practices, Any dovintions 
required by local lew or practico must. bo reported to the appropriate pay= 
"dng office in Washington nnd Approval obtained before payment is made, 


Such report must furnish neccmrenderrene and A copy ad the applicable lav 


ics ieee LIEN - 
Rerr Adpirel, U.SN.. 
Director of Contral Intelligence oe 


‘q Attachment | 


(Night Differential Table) 
DISTRIBUTION: A - 


CONFIDENTIAL 
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ds eta ge 


ee oe Ae oe 2 HRS, OF . 


1 - NIGHT DIF-— 


1030. 
~ 1100 


1000 = 1830 — 
1900... 


+1930 
2000 


2130 
2200 
2300 
2400 
0130 
0200 
0300 


es 2 


2030. 
2100. 
2230... 
2330 
0030, 
0100 
0230 


0330: 
0800 | 


1400 - 1430 


1430 - 1500 
1500 = 1530 
1530 = 1600 
1600 = 1630 
1630 = 1700 
1700 = 1730 


1730 = 1800 


1800 = 1830 
1830 = 1900. 


1900 = 1930 
1930 = 2000 
2000 = 2030 


2030 = 2100 
“2100 = 2130 


2130 = 2200 


2200 = 2230. 
2230 = 2300... 


2300 = 2330 


2330 = 2400 


| Ee Toba ua rp 
| 2000 = 0430. 


2030 = 0500 


2100: = 0530 — 
21390. « 
2200 = 0630 
2230. = 0700. 
2300 = 0730 
2330 © 0800 
_ 2400 = 0830 


0600 - 


.. 


0030. = 0900 . 


0100 = 0930 | 


0130. - 1000 


0230 = 1100 


0200 = 1030 


~ 0300 = 1230 - 
0330 = 1200 


0400 - 1230 


0430 = 1300 
0500'= 1330 


~ CONFIDENTIAL 


0530 = 1400. 


0030'= 0100... 
0130 - 0200 = 
0200 = 0230 
0230 = 0300. 
0300 - 0330 
0400° °°. 
0430. 
0500 


0330 « 
0400 = 
0430 = 0 
0500 = 0530. 
0530 = 


0600 


0830 = 0900 


0900 ~ 0930 


1930 = 1000 


= 0030 


- 0630 
- 0630 = 0700 © 

0700 = 0790 
0730 ~ 0800 
0800 = 0830 


Ne 
* 


Rt ae 


cetera: 


a aids ORE 


